KEY INFORMATION SUMMARY SHEET

DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Request for Proposals No. # SOOR9200007
Temporary Agency Financial Services Staffing

Procurement Officer: Ann Goldman
410-514-7113
(FAX) 410-987-4676
GoldmanA@mdhousing.org

Submit Proposals to: Department of Housing and Qomunity Development
Attention: Ann Goldman
100 Community Place
Crownsville, Maryland 21032-2023

For directions, click on “Contact Ugi the DHCD website
http://www.mdhousing.org/Website/home/index.aspx

Solicitation Issue Date: November 10, 2008
Closing Date and Time: December 4, 2008 at 2:00np. local time
Anticipated Contract Start: December 2008

NOTICE

Prospective Offerors who have received this docunfrmm a source other than the Issuing
Office should immediately contact the Issuing Gdfiand provide their name and mailing
address so that any amendments to the RFP andootimenunications may be sent to them.
Minority Business Enterprises and small business aencouraged to respond to this
solicitation



STATE OF MARYLAND
NOTICE TO VENDORS/CONTRACTORS

To help us improve the quality of State solicitaipand to make our procurement process more
responsive and business friendly, we ask that gk & few minutes to provide comments and
suggestions regarding the enclosed solicitatideade return your comments with your
bid/proposal or, if you have chosen not to respéexdthe completed form to 410-987-4676.

1. If you have responded with a “no bid” pleasddatk the reasons below:
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Other commitments preclude our participatiothat time.

The subject of the Contract is not somethingwemally provide.

We are inexperienced in the work/commoditiegireed.

Specifications are unclear, too restrictive¢. e(Please Explain in Remarks
Section)

The scope of work is beyond our current cagacit

Doing business with Government is simply toanpticated. (Please Explain in
Remarks Section)

We cannot be competitive. (Explain in Remé&Bkstion)

Time allotted for bid/proposal is insufficient.

Start-up time is insufficient.

Bonding/Insurance requirements are prohibit{plain in Remarks Section)
Bid/Proposal requirements (other than spedificg) are unreasonable or too
risky. (Explain in Remarks Section)

MBE requirements (Explain in REMARKS section)

Prior experience with State of Maryland contsawas unprofitable or otherwise
unsatisfactory. (Explain in Remarks Section)

Payment schedule is too slow.

@) Other:

2. If you have submitted a bid or proposal, buthwie offer suggestions or express
concerns, please use the Remarks section beloge r@verse or attach additional pages
as needed.)

REMARKS:

Vendor Name: Date

Contact Person: Phone

Address:
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SECTION 1. PROPOSAL INFORMATION

11 PURPOSE

The Maryland Department of Housing and Communityéeapment (DHCD), a principal
department of the State of Maryland (State), isilggthis Request for Proposals (RFP) seeking
proposals from temporary staffing agencies to meyersonnel on an as needed basis for the
performance of finance and accounting support sesvin various areas throughout DHCD.

1.2 ISSUING OFFICE AND PROCUREMENT OFFICER

The sole point of contact in the State for purpadebis Request for Proposals (RFP) is the
Procurement Officer at the Issuing Office addrestsed below:

Ann Goldman

Department of Housing and Community Development
100 Community Place, Room 2.613A

Crownsville, Maryland 21032-2023

Telephone: 410-514-7113

Fax: 410-987-4676

E-mail: goldmanA@mdhousing.org

This RFP is also available on DHCD'’s website in Fbimat:
http://www.dhcd.state.md.us/Website/procure/pro@s@x

1.3 PROCUREMENT METHOD

This Contract will be awarded in accordance with ¢bmpetitive sealed proposals process under
COMAR 21.05.03.

1.4 QUESTIONS

Questions will be accepted from prospective Offernd should be submitted in a timely
manner to the Procurement Officer only. E-mailmigsion of questions is preferable, but
guestions will also be accepted by mail or facsrol the Procurement Officer.

The Procurement Officer will decide whether an agrsgan be given before the closing date,
based on the availability of time to research amamunicate an answer. Answers to all
substantive questions that have not previously la@ewered, and are not clearly specific only to
the requestor, will be distributed to all offerevbo are known to have received a copy of this
RFP.
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1.5 PROPOSAL SUBMISSION REQUIREMENTS AND DEADLINE

An unbound, clearly marked original and three ()ies of the Technical Proposal, in a separate
sealed envelope marked “Temporary Agency Finai8gaVices Staffing— Technical Proposal”
and an unbound, clearly marked original and thB¢e&dpies of the Price Proposal in a separate
sealed envelope marked “Temporary Agency Finai8salices Staffing— Price Proposal” must
be received at the Issuing Office no later tttendate and time listed on the Key Information
Summary Sheet, in order to be considered, excgmioasded in COMAR 21.05.02.10. The
original shall be clearly identified and shall béae original signature of the individual

authorized to commit the firm.

Requests for an extension of this date or timenatlbe granted. Offerors mailing proposals
should allow sufficient mail delivery time to ensuimely receipt at the Issuing Office.
Proposals submitted by e-mail or facsimile will betaccepted. Opened proposals will not be
returned to Offerors.

1.6 MULTIPLE OR ALTERNATE PROPOSALS

Neither multiple nor alternate proposals will beeguted.

1.7 DURATION OF OFFER

Proposals submitted in response to this RFP areacable for a period of one hundred twenty
(120) days following the closing date. This penody be extended at the Procurement Officer's
request only with the Offeror’s written agreement.

1.8 MANDATORY CONTRACTUAL TERMS

By submitting a proposal in response to this RERQ#Heror, if selected for award, shall be
deemed to have accepted the terms of this RFPhastdndard contract terms and conditions,
included as Attachment A. Any exceptions to thigPRor Attachment A attached, must be
clearly identified in the Executive Summary subedttvith the Technical Proposal. A proposal
that takes exception to these terms may be rejected

1.9 INCORPORATION OF RFP AND PROPOSAL
This RFP and the successful Offeror’'s proposall $lgaincorporated into the resulting contract.

1.10 BID/PROPOSAL AFFIDAVIT AND RESIDENT AGENT

Offerors must submit a completed Bid/Proposal Affiid, Attachment B, with their Technical
Proposal. If an item on this Affidavit is not ajgalble, please indicate so. All blanks are to
either contain an answer or a Not Applicable design.
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Additionally, in order to legally conduct businesghin the State of Maryland, all corporate
entities musappoint and maintain a Resident Agent who recdegs process and other
communications on behalf of the entity.

The failure to register and designate a Resideenfmay foreclose or hinder the company's
ability to legally enter into contracts and gaircess to the state courts. Moreover, it may subject
the company to monetary, civil, and possibly criahisanctions. Also, failure to maintain a
Resident Agent may cause your company to fall 6Ug@od standing” within the State. This

will subject your license to do business within 8tate to forfeiture, with monetary penalties
assessed to reinstate your company to a "goodistahd

1.11 CONTRACT AFFIDAVIT

All Offerors are advised that if a contract is agat as a result of this solicitation, the succéssfu
Offeror will be required to complete and submithie Procurement Officer a Contract Affidavit
confirming that all statements made on the Bid/Bsap Affidavit (Attachment B) remain true
and correct in all respects as of the date of neti@ct. A copy of this Affidavit is included for
informational purposes as Attachment C of this RFP.

1.12 REVISIONS TO THE RFP

If it becomes necessary to revise this RFP, amentiwéll be provided to all prospective
Offerors that were sent this RFP or otherwise a@nn by the Procurement Officer to have
obtained this RFP. Failure to acknowledge rea#mgts not relieve the Offeror from complying
with all terms of any such amendment.

1.13 RFP CANCELLATION / REJECTION

The State reserves the right to cancel this REyatime prior to contract award pursuant to
COMAR 21.06.02.02. The State also reserves the togaccept or reject any and all proposals,
in whole or in part, received in response to thiRnd to waive or permit cure of minor
irregularities in any manner necessary to servd#se interests of the State of Maryland.
Offerors whose proposals are not accepted willdigied in writing.

1.14 INCURRED EXPENSES

The State will not be responsible for any costsiired by an Offeror in preparing and
submitting a proposal or in performing any othdivattes relative to this solicitation.

1.15 ECONOMY OF PREPARATION

Proposals should be prepared simply and economigatbviding a straightforward, concise
description of the Offeror’s ability to meet thejugrements of this RFP.
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1.16 PROTESTS/DISPUTES

Any protests or disputes related respectively i® gblicitation or the resulting Contract shall be
subject to the provisions of COMAR 21.10.04, Adrmeirative and Civil Remedies.

1.17 USE OF AND FEE FOR EMARYLAND MARKETPLACE

e-Maryland Marketplace is a free of charge electroommerce system administered by the
Maryland Department of General Services. In additd using the DHCD web site
(www.mdhousing.org) and other means for transngttive RFP and associated materials, the
solicitation and minutes of the pre-bid/proposaifecence, Offeror questions and DHCD
responses, addenda, and other solicitation relatednation will be provided via e-Maryland
Marketplace.

This means that all such information is immediatalailable to organizations that subscribe to
e-Maryland Marketplace. Because of the instanésxafforded by e-Maryland Marketplace, it
is recommended that all Offerors interested in gdinsiness with Maryland State agencies
subscribe to e-Maryland Marketplace free of charge.

1.19 MINORITY BUSINESS ENTERPRISES (MBE)

A. A Minority Business Enterprise (MBE) subcontragbarticipation goal of 25% has been
established for this procurement. The succesdfiek@ shall structure its subcontracts in a
good-faith effort to achieve that goal using busses certified by the State of Maryland as
minority owned and controlled. During the terntloé Contract, the successful Offeror is
prohibited from changing the Minority Enterpriséll2ation Plan as submitted (per Section
1.19 B below) without the prior written consentfCD.

B. MBE requirements are specified in Attachment Dhid RFP. Subcontractors used to meet
the MBE goal in this RFP shall be identified usAitachments D-1 and D-2, whighust be
completed, signed and submitted with each bid op@sal Bids or proposals submitted
without these attachments completed and fully exeted shall be deemed non-
responsive or not reasonably susceptible of contraaward.

C. A current directory of MBEs is available througte thlaryland State Department of
Transportation, Office of Minority Business Entasgr, P. O. Box 8755, B.W.I. Airport,
Maryland 21240-0755; phone number is 410-865-1Z#4.directory is also available at
http://www.mdot.state.md.uselect theVIBE Program label. The most current and up-to-
date information on MBEs is available via the wédsi

D. Minority Business Enterprises are encouraged tooms to this solicitation as prime
contractors. MBE vendors are encouraged to obtdi Mertification from the Maryland
Department of Transportation, Office of Minority 8lness Enterprise. Direct all
certification-related questions to:

Office of Minority Business Enterprise
Maryland Department of Transportation

7
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P.O. Box 8755

BWI Airport, Maryland 21240-0755

(410) 859-7328
http://www.mdot.state.md.us/MBE__Program/

E. Maryland-certified minority contractors shall indeithe certification number on the Price
Proposal. Prime contractors who are themselves le@HEfied must meet the MBE
subcontract participation goal.

F. By its response to this solicitation, the Offerok@owledges the MBE subcontract
participation goal and affirms that the approvedBAgarticipation level is a contract
deliverable to be performed by one or more cediMBEs. During the term of the contract,
the successful Offeror shall comply with the MinptEnterprise Utilization Plan described
in Attachment D.

1.20 ACCESS TO PUBLIC RECORDS ACT NOTICE

Offerors should give specific attention to the cliel@ntification of those portions of their
proposal that are considered confidential, progriecommercial information or trade secrets,
and provide justification why such materials, upequest, should not be disclosed by the State
under the Access to Public Records Act, Title 1htBle 6, of the State Government Article of
the Annotated Code of Maryland. This informatiera be placed after the Title Page and
before the Table of Contents of the respective @sapto facilitate public inspection of the non-
confidential portion of the proposal. Respondamésadvised that, upon request for this
information from a third party, DHCD is requiredrnttake an independent determination whether
the information may be disclosed (see COMAR 21 85.1).

1.21 ARREARAGES

By submitting a response to this solicitation, e@éferor represents that it is not in arrears m th
payment of any obligations due and owing the Statdaryland. This includes the payment of
taxes and employee benefits. The Offeror shalbeebme so in arrears during the term of the
Contract if selected for contract award.

1.22 VERIFICATION OF REGISTRATION AND TAX PAYMENT

Before a corporation can do business in the SfaWaoyland it must be registered with the
Department of Assessments and Taxation, StateeOBfuclding, Room 803, 301 West Preston
Street, Baltimore, Maryland 21201. It is strongtfgommended that any potential Offeror
complete registration prior to the due date foegicof proposals. An Offeror’s failure to
complete registration with the Department of Asses#s and Taxation may disqualify an
otherwise successful Offeror from final considematand recommendation for contract award.

1.23 RECIPROCAL PREFERENCE

The provisions of State Finance and Procurememtl&rection14-401 and COMAR
8
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21.05.01.04 shall apply to this solicitation. pipgicable, a nonresident Offeror submitting an
offer for this solicitation shall attach to the @ffa copy of the current statute, resolution, golic
procedure, or executive order of the resident statthe nonresident Offeror that pertains to that
state’s treatment of nonresident Offerors for samdervices. A preference shall be identical to
the preference that the other state gives to sisieats.

1.24 FALSE STATEMENTS

Offerors are advised that section 11-205.1 of tladeS-inance and Procurement Article of the
Annotated Code of Maryland provides as follows:

A. In connection with a procurement contract espe may not willfully:
(2) falsify, conceal, or suppress a material Bacany scheme or device;
(2) make a false or fraudulent statement or remrtagion of a material fact; and
(3) use a false writing or document that contaifiglse or fraudulent statement
or entry of a material fact.

B. Aiding or conspiring with others — A personymreot aid or conspire with another
person to commit an act under subsection A ofdadion.

C. Penalty — A person who violates any provisibthis section is guilty of a felony and
on conviction is subject to a fine not exceedi§,900 or imprisonment not exceeding 5
years or both.

1.25 ELECTRONIC FUNDS TRANSFER

By submitting a response to this solicitation, @féeror agrees to accept payments by electronic
funds transfer unless the State Comptroller’'s @ffijcants an exemption. The selected Offeror
shall register using the COT/GAD X-10 Vendor Elenic Funds (EFT) Registration Request
Form. Any request for exemption must be submittethé State Comptroller’s Office for
approval at the address specified on the COT/GADDXerm and must include the business
identification information as stated on the fornd amclude the reason for the exemption. The
COT/GAC X-10 Vendor Electronic Funds RegistratioegRBest Form may be downloaded from:
http://compnet.comp.state.md.us/General _Accounbingsion/

1.26 SMALL BUSINESSES

Although this is not a Small Business Reserve peroent, small businesses are encouraged to
respond to this solicitation and to register with Maryland Department of General Services for
the Maryland Small Business Reserve Program thrauggif-certification process at
https://www.smallbusinessreserve.maryland.gov/teagisn/.
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A “Small Business” is defined as a business, otihan a broker, that meets the following
criteria:

* The business is independently owned and operated

* The business is not a subsidiary of anothemass,

* The business is not dominant in its field of gpen;

* The wholesale operations of the business dicemgiloy more than 50 persons, and
the gross sales of the business did not exceedeaiage of $2,000,000 in its most
recently completed 3 fiscal years;

The retail operations of the business did not esnpiore than 25 persons, and the
gross sales of the business did not exceed angevef&2,000,000 in its most
recently completed 3 fiscal years;

The manufacturing operations of the business dicemploy more than 100 persons,
and the gross sales of the business did not exaeaderage of $2,000,000 in its
most recently completed 3 fiscal years;

The service operations of the business did not @ynplore than 100 persons, and the
gross sales of the business did not exceed angevef&2,000,000 in its most
recently completed 3 fiscal years; and

The construction operations of the business dicengiloy more than 50 persons, and
the gross sales of the business did not exceedeaiage of $7,000,000 in its most
recently completed 3 fiscal years.

If a business has not existed for three yearsytbes sales average is computed for the period of
the business's existence. For newly formed busesabe determination will be based upon
employment levels and projected gross sales.

REMAINDER OF PAGE INTENTIONALLY LEFT BLANK
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SECTION 2. CONTRACT INFORMATION

2.1 PARTIES TO THE CONTRACT

The contract entered into as a result of the resptmthis RFP shall be by and between the
successful Offeror as Contractor and DHCD, and sinelde the terms and conditions of
Attachment A of this RFP and the provisions of REP. Any exceptions must be clearly
identified in the Executive Summary section of Tleehnical Proposal. Attachment A is
included for information only and is not to be suthed with the Offeror’s proposal.

2.2 CONTRACT TERM

The contract resulting from this RFP shall commeatfter all appropriate State approvals have
been obtained, and shall terminate two years flmrdate of contract commencement with no
renewal options.

2.3 CONTRACT TYPE

The contract awarded as a result of this solicitesihall be a firm fixed price contract as
provided in COMAR 21.06.03.02A(1).

24 COMPENSATION AND METHOD OF PAYMENT

The Contract will provide that the Contractor bedgaonthly for temporary agency staffing
services. Payment shall be based upon the aato#ber of hours expended by the Contractor in
performance of the services requested by DHCDearmptleceding month, multiplied by the fixed
hourly rates of compensation on the Contractorta¢ktment F, Price Proposal Form.

No conversion fee shall be payable for temporagnay employees that are offered direct
employment by DHCD if they have been on assignrteBHCD for 12 weeks or longer.

2.5 SCOPE OF CONTRACT

Work to be performed and the services to be pralviethe Contractor will consist of the items
described in Section 3 of this RFP.

26 CONTRACTOR RESPONSIBILITES

The Contractor will assume sole responsibilitydtmwork to be performed under their Contract
and will be the sole point of contact for DHCD witgard to contractual matters.

2.7 WORK PRODUCTS

All products, including work papers, draft docungmtotes, calculations and all other written
materials regarding the engagements prepared timeléerms of this contract are the property of

11
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the State of Maryland, and shall be delivered atethd of the contract in a form useable to
DHCD.

2.8 INDEMNIFICATION

The Contractor agrees to indemnify and hold hassBHCD and the State from all liability
which may hereafter be incurred by reason of digs&ton, publication, distribution, or
circulation in any manner whatsoever of any infaiiorg data, or records pertaining in any way
to the contract by the Contractor and its employees

2.9 LIVING WAGE REQUIREMENTS

A solicitation for services under a State contrkedtied at $100,000 or more may be subject to
Title 18, State Finance and Procurement (SFP) lartAnnotated Code of Maryland. Additional
information regarding the State’s Living Wage regment is contained in this solicitation (see
Attachment E entitled Living Wage RequirementsService Contracts)If the Offeror fails to
submit and complete the Affidavit of Agreement, theState may determine an Offeror to be
not responsible.

Contractors and Subcontractors subject to the givifage Law shall pay each covered
employee at least $11.30 per hour, if State conserwices valued at 50% or more of the total
value of the contract are performed in the TierréaA If State contract services valued at 50% or
more of the total contract value are performedTier 2 Area, an Offeror shall pay each
covered employee at least $8.50 per hour. Thefspeoiing Wage rate is determined by
whether a majority of services take place in a Ti&rea or Tier 2 Area of the State. The Tier 1
Area includes Montgomery, Prince George’s, Howarhe Arundel, and Baltimore Counties,
and Baltimore City. The Tier 2 Area includes aoyraty in the State not included in the Tier 1
Area. In the event that the employees who perftverservices are not located in the State, the
head of the unit responsible for a State contracdyant to 818-102 (d) shall assign the tier
based upon where the recipients of the servicelmeated.

The contract resulting from this solicitation wile deemed to be a Tier 1 contract or a Tier 2
contract depending otte location(s) from which the contractor provid#}6 or more of the
services. If the contractor provides 50% or mdréhe services from a location(s) in a Tier 1
jurisdiction(s) the contract will be a Tier 1 caaxt. If the contractor provides 50% or more of
the services from a location(s) in a Tier 2 jurisidin(s), the contract will be a Tier 2 contraét. |
the contractor provides more than 50% of the sesvitom an out-of-State location, then the
contract will be deemed to be a Tier 1 contracte Dfferor must identify in their Offer the
location(s) from which services will be provided.

2.10 PROMPT PAYMENTS REQUIREMENTS

This procurement and the contract to be awardeslput to this solicitation are subject to the
Prompt Payment Policy Directive issued by the Gowegs Office of Minority Affairs and dated
August 1, 2008. Promulgated pursuant to Section201l] 13-205(a), and Title 14, Subtitle 3 of

12
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the State Finance and Procurement Article (SFR) Cuode of Maryland Regulations (COMAR)
21.01.01.03 and 21.11.03.01 et seq., the Diresteks to ensure the prompt payment of all
subcontractors on non-construction procurementraotst The successful Offeror who is
awarded a contract must comply with the prompt paytmequirements outlined in the Contract,
Section 23 (see Attachment A). Additional inforioatis available on the GOMA website at
www.mdminoritybusiness.com

REMAINDER OF PAGE INTENTIONALLY LEFT BLANK
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SECTION 3. SCOPE OF SERVICES
3.1 OVERVIEW

The purpose of this Request for Proposals (RAB)identify a Contractor to provide temporary
employees that will supplement existing DHCD resestin support of financial support
operations, including accounting, underwriting, &vah processing and loan purchasing.

3.2 SCOPE OF SERVICES
Staffing Classification and Duties

The Contractor shall provide temporary employedieafollowing classification levels, which are
described in detail in Exhibit I:

* Loan Purchaser;

* Loan Processor;

* Closing Manager / Loan Underwriter — Multifamily;
* Loan Underwriter — Single Family; and

* Accountant.

The Contractor shall have procedures in placeetsire temporary employees proposed for
assignment meet the qualifications as presenttiilsiiRFP and are capable of handling duties
assigned.

Temporary Employee Assignments

The DHCD Contract Manager or designee will notifg Contractor of temporary employee
assignments as requirements arise and provideltbeihg information to the Contractor for each
assignment:

» Classification level;

e Summary of duties;

* Assignment start date;

» Estimated assignment end date;
» Daily work schedule hours; and
* DHCD point of contact.

Upon receipt of an assignment notification, the t@mtor shall:

14
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» Propose a selection of employees at the appremlassification level with the
experience, knowledge and ability suitable forgpecific assignment; and

» Provide resumes that include the employees’ qaatibns and evidence of
reference checks.

The Contractor shall provide the selection of elyg#s as soon as possible but no later than 24
hours after receiving notification of an assignnfemin DHCD.

DHCD will review the proposed employees’ resumes gunlifications prior to accepting any
assignment. DHCD reserves the right to reject megataff based on this review.

DHCD may terminate staff assignments at any time.
Monitoring
The Contractor shall provide temporary employeesineets for DHCD review and approval.

The Contractor shall serve as the point of cordatstveen DHCD and the temporary employee for
performance and attendance issues.

The Contractor shall provide a substitute in thenéwf either the planned or unplanned absence of
an assigned temporary employee. DHCD will reviegvdubstitute’s resume, qualifications and
reference checks, and may reject the employee loastts review.

3.5 CONTRACT MANAGER

After contract award and throughout the coursénefgroject, the Contract Manager listed below
will schedule the Contractor’s work, review the @antor’'s work as it is submitted, monitor the
performance of the Contractor and approve Contractmices for payment.

Ann Goldman, Procurement Officer

Department of Housing and Community Development
100 Community Place

Crownsville, MD 21032

Tele: 410-514-7113

Fax: 410-987-4676

Email: goldmana@mdhousing.org

REMAINDER OF PAGE INTENTIONALLY LEFT BLANK
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SECTION 4. MINIMUM QUALIFICATIONS
The information regarding minimum qualificationssdebed below must be furnished by all
Offerors. If an Offeror fails to provide this infoation, the procurement officer shall deem the
Offeror not susceptible for receiving an award.

* The Offeror must have at least five (5) years eepee providing temporary staffing
services.

SECTION 5. PROPOSAL FORMAT
5.1 GENERAL
The Offeror’s Technical Proposal should be preparedstraightforward and concise manner,

detailing the Offeror’s capabilities to satisfy tlegjuirements of this RFP and should conform to
the Outline listed below.

5.2 TECHNICAL PROPOSAL

A. General:
Offerors must submit, under separate cover, alglezarked original and three (3) copies of the
Technical Proposal in a separate sealed envelibge fTemporary Agency Financial Services
Staffing— Technical Proposal.”
Offerors should include a transmittal letter on @féeror’s stationery, signed by an individual
who is authorized to bind the company to all statets in the proposal and the services and
requirements as stated in the RFP.
B. Outline of sections to be included in the TechnRaposal:
Table of Contents
Tab 1 — Minimum Qualifications
The Offeror shall demonstrate that it meets thdifigetions outlined in Section 4 by
providing evidence that it possess at least fiyg/€ars experience providing temporary
staffing services.

Tab 2 — Executive Summary — Scope of Work

16
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The Offeror shall condense and highlight the castehthe Technical Proposal in a
separate section titled “Executive Summary.” Thesuary shall provide a broad overview
of the Offeror’s understanding of the contentshef RFP and of the how the Offeror’s
proposal meets the scope of services outlined aic@e3. If any addendum or amendments
have been issued to this RFP, the Offeror shalh@eledge same in this section.

Any exceptions to this RFP or the terms and cooiétioutlined in Attachment A or any
other attachment must be clearly identified in #@stion. Exceptions may result in the
proposal being rejected or being determined nameably susceptible of being selected for
award.

Tab 3 — Required Submissions

A. Bid/Proposal Affidavit (Attachment B) — completeddasigned by an individual
authorized to bind the Offeror. All questions ayéoe answered on Attachment B. If a
guestion is not applicable please indicate so.

B. MBE Forms - Certified MBE Utilization and Fair Sailiation Affidavit (Attachment
D-1 to Attachment D of the RFP), completed andetbby an individual authorized
to bind the Offeror, and MBE Patrticipation Schedi#i#gachment D-2 to Attachment
D of the RFP).If the Offeror fails to complete and submit thesedrms with the
Technical Proposal as required, the Procurement Oiifer shall determine that
the proposal is not reasonably susceptible of beirgglected for award.

C. Maryland Living Wage Requirements Affidavit of Agment (Attachment E-1)
Tab 4 —Experience
Describe the Offeror’'s experience providing temppsiaffing services. Describe how this
experience demonstrates the ability to providesthrgices outlined in the Scope of Services
in Section 3.2.
Tab 5 — Corporate References
A. References. Provide the names, addresses, apddenumbers of at least three (3)
current clients that may be contacted as referenbeéfCD reserves the right to call
any known or former client.
B. State Contracts. Provide a list of all contradith\any entity of the State of
Maryland that it is currently performing or whichsbeen completed within the last

five (5) years. For each identified contract tHfée@r is to provide in its Technical
Proposal:

17



Temporary Agency Financial Services Staffing RF P #S00R9200007

1. The State contracting entity;

2. A brief description of the services/goods provided,;
3. The dollar value of the contract;

4. The term of the contract;

5. The State employee contact person (name, titepheine number and if possible
e-mail address); and

6. Whether the contract was terminated before theoétiake term specified in the
original contract, including whether any availaltdaewal option was not
exercised.

The Procurement Officer or a designee may conlt&cidentified State agencies or the most
appropriate ones if many contracts are involveagsiertain the Offeror’s level of
performance of State contracts.

Information obtained regarding the Offeror’s leséperformance on State contracts will be
considered as part of the experience and pastrpefwe evaluation criteria of the RFP.

Tab 6 — Approach to Services

Describe in detail how the proposed services nieestope of service requirements listed
under Section 3.

Include a description of:

1.

2.

3.

4.

Temporary employee recruitment practices;
Pre-employment screening/ assessment procedures;
Types of training provided for temporary employess]

Compensation packages for temporary employees.

Attach as exhibits any pertinent company literature
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Tab 7 — Economic Benefit to the State of Maryland

A. Describe the benefits that will accrue to the Maingd economy as a direct or indirect
result of the Offeror’'s performance of the contnasulting from this RFP.
Economic Benefits include:

1. The Contract dollars to be recycled into MarylareEenomy in support of the
Contract. Offerors should be as specific as p@ssibd provide a breakdown of
expenditures in this category;

2. The number and types of jobs for Maryland residezdslting from this
Contract. Indicate job classifications, numbeewiployees in each
classification, and the aggregate payroll to whieh Offeror has committed; and

3. Tax revenue to be generated for Maryland and ilitigad subdivisions as a
result of this contract. Indicate tax categorg(gpayroll taxes, sales taxes).
Provide a forecast of the total tax revenue resyliiom this contract.

B. In addition to factors listed above, explain anyasteconomic benefits to the State of
Maryland that would result from the Offeror’'s preah

5.3 PRICE PROPOSAL

Offerors shall submit price proposals on Attachnteirt a separate sealed envelop captioned as
specified in Section 1.5 of this RFP and signeaiwfficial authorized to bind the Offeror.

REMAINDER OF PAGE INTENTIONALLY LEFT BLANK
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SECTION 6. EVALUATION PROCEDURE AND CONTRACT AWARD
6.1 EVALUATION COMMITTEE

The Procurement Officer shall establish an Evatima@ommittee, which may include
individuals from within or outside of State goveremh. The Procurement Officer reserves the
right to reject in whole or in part any and all posals received as a result of this RFP, to waive
minor irregularities in proposals, and to enteoidiscussions with all responsible Offerors in
any manner deemed necessary to serve the bessindéé DHCD and the State. Offerors whose
proposals are not reasonably susceptible for rexgean award will be notified in writing.

6.2 SELECTION PROCESS

All Offerors who appear to be responsible and whayeposals are initially classified as being
reasonably susceptible of being selected for af@rdotentially so) may be required to make
oral presentations of their proposals and partieipadiscussions with the Evaluation
Committee. Offerors will be notified as to a ddediscussions. Offerors must confirm in
writing any substantive oral clarification of th@iroposal made in the course of discussions and
all written clarifications will become part of ti@fferor's Technical Proposal.

Price Proposals from only those responsible Offewdrose proposals are finally deemed
reasonably susceptible of being selected for awdtde opened following the discussion and
presentation process.

If, following the opening of the price proposalse tProcurement Officer determines that further
discussion is in the best interest of DHCD andState, the Procurement Officer will notify all

of the Offerors of the date on which such discusswill be conducted. Upon completion of all
discussions and upon receipt of any “best and 6iffats” submitted as a result of such
discussions, the Evaluation Committee shall reconthte the Procurement Officer the award of
the Contract to the responsible Offeror whose coetbtechnical and price proposal is
determined to be the most advantageous to DHCOIen8tate.

6.3 TECHNICAL PROPOSAL EVALUATION CRITERIA

The Evaluation Committee will conduct their evaloatof the Technical Proposals received on
the basis of the following criteria in descendimdey of importance:

A. Experience and Capability, as described in, Se&ignTabs 2, 4, and 5;
B. Approach to Services, as described in SectionTaB,6; and

C. Economic Benefits, as described in Section 5.2, mTab
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6.4 PRICE PROPOSAL SELECTION CRITERIA

Price Proposals will not be opened until the evadneof the Technical Proposal is complete.
The Price Proposal evaluation will be based upemtites submitted by the Offeror on
Attachment F — Price Proposal Form, and best arad dffers, if any. Proposals will be ranked
in order from lowest to highest cost to the State.

6.5 CONTRACT AWARD

It is DHCD’s intention to award the contract t@ tBfferor whose proposal is determined to be
the most advantageous to the State.

6.6 WEIGHTING OF TECHNICAL AND PRICE PROPOSALS

The Technical Proposal will have greater weighnttiee Price Proposal in determining the most
advantageous offers.

The End
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